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POLI CE CRI M NAL | NFORVATI ON SPECI ALI ST |

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses entry |evel positions of the classified
service, the primary responsibilities of which include receiving
and responding to requests for information froml aw enforcenent

officers in the field. Crimnal Information Specialists |
provide imediate response to Police Oficers through radio
comruni cation  or ot her necessary means, di ssem nati ng

informati on such as crimnal histories, offenses, warrants,
vehicl e registrations, stolen vehicles and property and m ssi ng
per sons. Empl oyees of this class enter, locate, and retrieve
such information or data which is maintained by the departnment
and ot her | aw enforcement entities, including the Louisiana Law
Enf or cement Tel econmuni cations System and the FBI/NCI C System
Police Crimnal Information Specialists | performthe duties of
t he positions under close supervision, having work assi gned and
reviewed under the direction of a Police Crimnal Information
Specialist Il. This class ranks directly below that of a Police
Crimnal Information Specialist I1.

EXAMPLES OF WORK

Examples |listed below are illustrative only. They are not
intended to include all duties which may be assigned, neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Replies to requests for assistance froml aw enforcenent officers
for information, such as crimnal histories, offenses, warrants,
vehicle registrations, stolen property, and m ssing persons.
Determi nes priority |level of request according to established
department procedures and di ssem nates information by radi o, or
ot her appropri ate neans.

Operates term nal equi pment  connected to Louisiana Law
Enforcement Tel ecommuni cations System NCIC, and other |aw
enf orcenent and crimnal justice entities. Conmmuni cates with
Loui siana State Police or other |aw enforcement agencies by
t el ephone or radio in order to exchange information. Notifies
speci al units or agenci es desi gnated by departnent procedures in
speci al or energency situations.

Operates departnmental conputer equipnment in order to enter and
retrieve informati on and records nmi ntai ned by the department.
Organi zes and files correspondence, forns, records, and reports
which nmay be generated in the assigned division or section.
Stamps material to be filed in order to record the date and tine
of receipt. Enters routine information in departnment records
mai ntai ned either in hard copy files or the conputer database,
and fills out all fornms or records required or assigned.
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Perforns appropriate back-up function in conputer files. Keeps
records on the | ocation of materials renoved fromfiles. Traces
m ssing files. Conpiles and organi zes information for reports,
and prepares reports as may be required.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents listed bel ow nust
be met by the filing deadline for application for adnission to
t he exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of enploynment, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunentation indicating, at a m ninmum that the
appl i cant has met the mnimum high school graduati on
requi renments necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunmentation shall include at |east
one of the following: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.
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